> St GEORGIA DEPARTMENT OF HUMAN RESOUFICES
4 APPLICAT‘ON FOR RECORDS RETENTION SCHEDULE S OFFICE OF ADMI\“STR.QTIVE SERVI&ES
- RECORDS MANAGEMENT UNIT . |
For instructions on eompletmg this form eontact DHR Records Managament Umt 47 Tnmty Averiue, Atlanta Georgm
30334. Phone - (404) 6564976 GIST ﬂ14383
DHR 1. GEORGIA DEPARTMENT OF HUMAN ﬁEsgﬂhcss ARCHIVES AND HISTORY
Appiication Date : Office of District Programs Application Number
August 3, 1979 Child Development Section 7& - ‘ 2‘_0__ Q
: 618 Ponce de Leon Avenue, N.E. . o e
Applicstion Number L Data Recoived Deate Complared
Atlanta, Georgia 30308 AUG -
DHR-33 . 8 1979 | AUG 31 1979
['2. Parson to Contact B ' T T Working Title R Telophone Number |
Ms. Mary Frances Radcliffe L Administrative Officer ~ 894-5681
| R e , R
3. Action Requmad name of section and files series to show:
s. O Establish Rewention Schedule; record will uomlnuc to accumulata. Child Development
b. [ Dispose of prasent accumulation; no further sccumulstion amucipamd
e. Blamend Application No, 76"120' Check One: [B Change; [0 Supercede; [ Void
4. Dates of Series 6. Records Serias Title [followed by title used in office; if different)
Earliest 1 Loent Child Development Financial and Budget Files
6 Division nd Office Function  What is the function of the Divition snd the OFice in which this record series is created?
7. Hoc;rds Serias Description This file contains the follib—;iwn_g docuﬁant: {i;:c!uda form numbers snd i titles, If any): Attach samples of the file.
Documents relating to: ‘ ' ‘
Includedv are:
|
The file is arranged :
8. M:mthiy Refaranu-nuia . - How ofiin are rlc:rg:r_ofamd to wﬁleh are:
One to six months old e 7 Seven to twalve months oid ;  Thirteen to twenty-{four months old —
twonty-ﬁw manths end oldar — ¥ _
e 5. Annuat Rute of Aecumumion or Records z ' '
Lettar-sizodrawers o—0. . Lﬁsal-tize drnwon —— .} Shelves ; Other [Specify)

Form 4028 (7-78) . (over)




YES | NO ] 10. Questionnaire  [Pisce an “X'* in the preper eslumn) . Y

a. is this the official cooy of the sevias? - . N ]
_H not, whars i it? e -
b . ¢ e s Rt o e ez R o A o g B s e A T P J - e
b. Doos the series contsin confidential mformstnn requiring security Iundhng? if yes, cite law or ngulmon
T T
d. Douthh uﬂn h.w hiuoriui or long tlrrn rasaarch vatue? o o
. Whan one or two documants in the file maka it necsssary to kup tho ensire file fo: along ponod could thua documenu
. B | _bex ld\idulod separately? L A S . ]
f. Is the information contained in this seriaes ever pnbhlhad? If yes, mch copy.
g.' tsthe information contalned in this series over snalyzed and/or recordad In 8 summari2ed report?
it yes, stischoopy. N
h. Is there a duplication of this series in your office, or in shother offica or lqnncy?
if yos, where? _ .
1. I8 this series for # ma]or portion_ﬂaf _Ir) runu!arlv microfitmed? e
i. Dows the record series result in 8 computer pﬂntout?
11. Retsntion Requiremants . The following requires tho serias to be kept:
a. State Law SN | |, d. Audit pwiod years.
b. Statute of limitation T2 B s. Administrative need -~ -.Y88rE,
¢ Federsl law — yaars. f. churd retantion Instructions yéars.
Attach copy or sxcerpt of taws or reguistions. Explain adminigtrative néed.
T ' R ]
12. Approwed Disposition Instructions  This agency recommands that the file series be cut off at the end of sach: )
" OCalendar Year: [ Fiscal Year: [JOther then,
O wotd in the current files ares - menth(s) — vearis); then
O Transfer to iocat holding arss; hold e year{s}; than
O Transfer to State Records Canter; hold nmeme Y87 (8); than
O Destroy
O Trancter to Swte Archives for permanent rétentien, ,
O Other (Specify)
Thess instructions apply to all prior and future accumulstisns of the series.
[Agency mﬂwm [Signature) Records Menagemant Otficer !S:gmtun) o Date |
}
\z’_ﬁ,&% __[___b? Chato N (Cwnd 18/]79
Elizabeth W, Crank, CRM
. State Records Committes (Signaturs) Date

Recommendations in peragraph . |
12 sre spproved. State Auditor/Designes f\/u—:'_» .
{if disapproved, attach letoer | :

of explanation.) Secrs ionee Q Et : , / *

#
Attorney General/Designes ﬂj s
i . o | LSS

'romma X - (Reverse Bide) ~

e e
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APPQCAT!ON FOR neconos RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

RRCORDS MANAGEMENT DIVISION

DEPARTMENT OF ARCHIVES AND HISTORY

INSTFIUCTIONS See Publication No. 76—AM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Cspitol Avenue, Atlanta, Georgn 30334,
Attention: Scheduling Section,

FOR AGENCY USE : 1. Agency Address FOR AECOADS MNAGEMEN‘I' USE

Application Dete : {Georgia Department of Human Resources Application Number
April 18, 1977 . Title XX Administration - Constract Ser- 76" llo_ H

Apolicat ~vices Unit - 618 Ponce de Leon Ave, N.E,

cation Number ! Dats Received Dats Completed -

. -136 Atlanta, Georgia 30306 - - : 17

DHR . , ) - IAPR 24 1977 { MAY 19?7
2. Pwr3on o Contact : ‘ Working Title Tcllphonn Number
Ms, Mary Frances Radcliffe Administrative Officer 894-5681

3. Action Requested
8. O Estabusn Retantion Schodulr record will continue to accumulate.
b a Dispose of present accumuistion; no further accumulation anhmpated ; -

¢ & Amend Aggln:;lgn NG, . =120 :
4. Dateiof Soriu . 5. Racords Series Title (followed by title used in office; if different)
Earllest Latest
1971 ' L to date CON’I‘RACT SERVICES FINANCIAL AND BUDGET FILES
.1 8. Division and Offics Function What is the function of the Division and the Office in which this record saries is createdl

foster care, protective services to abused ‘and negle¢ted children and adults;. and mesals to

goals of Title XX services are: self-support- .self sufficiency; preventing abuse and

| neglect; preventing unnecesgsary institutional care; and providing institutional care when
necessary. Persons eligible for Title XX services are: recipients of aid to families with
] dependent children (AFDC); recipients of supplemental security 1ncome (SS1); and 1ndiV1-
J duals with low income.

| Contract Services Unit is responsible for the purchase of services for low-income famllies

| public welfare; for developing policy procedures, recommending policy changes, and making
determination that aervices purchased comply With Federal regulations,

Title XX, ‘of the Social Security Act is a law which prov1des soe1al services such 48 da_y care

the elderly in the community. In Georgia, Tltle XX programs are adm1nistered by DHR. The

and individuals, These services are provided to current, former, and potential recipients of

7. Rscord Series Dualption " This file contains the fotlowing documants {inciude form numbers and titles, if any:
- Attach samples of the file.

Documents relating to: monitoring contracted organizations for determining compliance with -
Title XX regulations.

Included are: FINANCIAL - form 0AS(2)-45 (Rev.3-76) (Special Encumbrance Code Sheet for
Contract Paymeiits) is a requést for payment on the contract and gives status of contract
such as total contract, total payments prior months, dollar value this payment, certi-

and Expenditures-Title XX) is an item listing of expenditures showing expenditures for
current month and year to date, such as personnel expenditures, consultant fees, utili-
ties, 'and equipment--also shown on this report is cash received for the month from DHR,

ing each day number (of students) attending, number excused sick and number excused ab-
-8hows client eligibility by category and number and total clients served for period .

File is arranged: numerically by control number assigned by Contract Services - thereunder, by
type of service prov1ded thereunder by contract period, : ' L o

fied cost, and unpaid amount of the contract; form CFMU-2 (Monthly Statement of Receipts

USDA Food, contributions, other sources--and monthly day-by-day attendance report, show-

- sence and total for month, DSS/CSU (11/75) 'C' (Report on Eligibility Status of Clients)

8. Monthly Refarence Rate - How often are records referred to which are:
One to six months old _mﬂi.ﬂlil_ mive months old mOnthly . thir, twenty-f £ Frequently
twentv-hn months and older _o_c_c__a_g____ ly C rieen ta wenty _c)urlmonths old .
: : : : s
9. Annual Rats of Accumulation of Records _ . N
Letteor-size drawers S0 .; Legei-size drawers 4 ;Shelves ; Other (spacity) -

Q\:n-w—n P ‘ — Oven)



‘. ‘,
) ) o - . o . B L ‘ i{ - VJ?."—",,‘ lh\
Y8§ | NO | 10, Questionnairs ‘ _{Place an “'X"" in the proper column) ] : Ty __f s 2
. 18 this the official copy of the series? ‘ : SN e
X f not, where is it? o : : o -
b. Does the ams contain confidential information ruqmrmg awntv handlmg? If yes, cite law or ngulatloﬁ'
X
X ¢ s this 8 vital record? !
X | d. Does this series have historical or Iongtlrm research value? -
¢. When one or two documents in the file make it necessary to keep the sntire file for a long period, could m
X documents be scheduled separatelv?
X f la i i i i i y 1 ooy,
' 1 9. lsthe information eontained in this ur:es ever analyud and/or rworded m a summanzad report? . ,
X if vey. attach coov,
h. is thers a duplication of this series in your ofﬂee, orin anothar offnce or agency? T el
X I ves, where? " ,
X i- mm;mmmmummmnmw
X 1 | Does the racord saries rasult in a comouter orintout? . _ i :
11. Rmmlon Ragquirsments The foilowing requures the series to be kept' '
s. State Law - .years. - d. Auditperiod = = _ . - _vears.
- b. Statuts of limitation ' ' -yesrs, 8. Administrative reed ' > years,
¢ Federal law’ " i .years. - * 1. Federal retention instructions .. years.
Attach copv or excert of laws or 'rlculatiom Explain administrative need. - - e T S o

Federal’ Management Circular - FMC 74-7
Uniform admin:.strative requirements for grants-in ~aid to State and Local Governments -

Retention and Custod1a1 Requirements for Records P
12. Approved Disposition Instructions ~  This agency recommends thattheflle senesbocutoff atthaond oflach , _ ] . - _
- -:,;_ .f.._-' . . O Calendsr Yoor; @ Fiscal Year: O Other .. o . then,
ﬂ Mold mﬂuamnntfﬂes aru month(si__._l___.vear(s) then - G ‘ ] - :
O Transter to local holding area; hold year(s); then : R .-
ﬂ TrlrufortoSutn Floonrds Canter. hold _..._.5...._..‘....vear(s)‘. then Wl e . e e e s
El TrandutoSutoAxdumforpurmanentmantnan T R e I ce
DOth«(Spocffyl S e U caene w4
R T RO T I S SRR
e:These inmc‘;iens_ apply to ail prioq' and future acwmujations of the series. S R T

T A e . : -

mqw TSiansurs] - 1] Oswe | Records Marnagemant Offices (Siomamnel T Bow

K7~%1Qw“ ”1¢¢euumb<ﬁwwub’hi*“ 3271

; o : State Recordg Committee (Signaturs) Date
ecommaendations in para- - T A o ' | ‘
oraph 12 are approvad, ' State Auditor/Designee . . o ' F /
(If disspproved, attach letter / | 1 - ’
of éxplanation.) , [ Secretary of State/Designee ﬁ/ / C{,w' ' |5 3—77
1 e L (172

Attornay Gchrat)Dcsiqnu
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Appliéﬁfién for Records Retention Schedule

Georgia Department of Human Resources

CONTRACT SERVICES FINANCIAL AND BUDGET FILES : Page 3

Continuvation page

7. for report to DHR Title XX Administration Office; and form 5P-122 (6-22)
(Monthly Report on WIN Children Receiving Care in Funded Day Care Facilities),
a listing by name of facility, project number, name of child and case number;
and unnumbered form (GDHR Monthly Report of Certified Cost) shows total accumu-
lated cost for particular month, contract name of program, control number,
monthly amount approved in budget for building, transportation and number of
children (1/12 annual cost), cost for personnel by name, title, % of time, and
monthly salary, and other approved certified costs by category and actual
amount, and totals, date, and signature of administrator or director of the
facility. 7PROPOSAL - states type of services to be provided; name of program;
legal name of administrative organization; date; total budget (local cash
donation, certified cost, and total local share); number of clients to be
served and age range; location of program; graphic area to be served; eligi-
bility requirement of those to be served; and list of services to be provided;
name of each employee, position to vhich employee assigned, and qualification of
the employee to carry out the responsibility of the position; general descrip-
tion of and specific duties of each position; and schedule for daily activity,
Financial Annex gives funding information to contract by name, beginning and
ending dates in effect; ' amourt of contract showing amount to be paid by Federal,
State, and other sources, fund codes, and letters of commitment; policies, pro-
cedures and regulations of contracted service and proof that business meets
legal requirements; contract between DHR and contracted facility; revisions to
contract; mnotice of transfer of funds from Governor's Emergency Fund to program
and expenditure plan for those funds; and related correspondence,




APPLICATION FOR RECORDS RETENTION SCHEDULE DO T S A e it
RECORDS MANAGEMENT DIVISION

- INSTRUCTIONS: See Publication No. 76—AM—1 for instructions on completing this form. Forward signed original to
Depertment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Scheduling Saction.

FOR AGENCY USE 1. Agency Address ' T FOGAECORDS MANA E
Appiication Date Department of Human Resources Apoli liow_r_ l 2. O
3/22/76 Title XX Administration . < 16-1
Application Num&r - Contract Services Unit Date Received - Date Completed
DHR-41 ' 618 Ponce de Leon BR 14 197 MAY - 4 1978
] Atlanta. Georgia [
2. Parson to Contact _ Working Title Telephons Number
John Howell : Chief .894-5681

3. Action Requested
2. [J Estabusn Retention Schedule; record will continue to accumulate.
b. O Dispose of prasent accumulstion; no further sccumulation anticipated, -~ =

Amend Appllcatlon No. Z5=10 .._.. __ Check One: O] Change; (& Supercede; O Void
4, Dates of Series 5. Records Series Title (followsd by title used in office; if different]

Earliest Latest
Sce C!\.’r\'&t.,\n.eé

1971 L to date

8. Division and Office Function ~ What is the function of the Division and the Offica in which this record series is created?
Title XX of the Social Security Act is a law which provides social services such as day care,
foster care, protective services to abused and neglected children and adults and meals to
the elderly in your community. In Georgia Title XX programs are administered by the Georgia
Department of Human Resources. The goals of Title XX services are; self-support, self-
sufficiency, preventing abuse and neglect, preventing unnecessary institutional care, provid-
ing institutional care when necessary. Persons eligible for Title XX services are; recipients
of aid to families with dependent children (AFDC), rec.1p1ents of supplemental securlty incone
(S.S‘I), ind1v1d‘uals w:.tb low income. - -

.

(See Attached Sheet) ! . '
.

'
Te

7. Racord Series Description This file contains the fol!owung docurnents (mclude form numbers and titles, if any)
’ Attach sampies of the file.

Documents rslating to: the establishment and administration of public assistance service programs
(Day Care Centers, Senior Citizen Centers, Drug Treatment Centers, etc.) as contracted to _
service organizations (Mcdel Cities, public sch_oo.l systems,:etc) by- the Department of Human

Inctuded are: but notwfals in parrative ¥ormat deses#fing the need Resour(
for the program, costs and reco sda.s;arvlcﬁsm;g:rmed, contract for service, papers
pertaining to the progress _of of en=gbing programs;- men;;orlng reports required by Federal
regulat:.ons ;o:zj,;go_cd adhéTence to guidelines; and Supporting “deeunants.

(continued-page 3) 5€ e O-«'L't G.Q,‘\.G-A, S\\_g.,uj'

1
ol

File is arranged: numerically by control numbers assigned by unlt or
= alphabetlcallg by contract name. A

8. Monthlv Refersnce Rats ‘How often are records referred to which are:

Onae to six months oid 10 ; Seven to twelve months old 10

e im ; Thirteen to twenty-four months o!d
twenty-five months and older _.2 . ?

9. Annusl Rate of Accumulation of Records
Letter-size drawers i Legal-size drawers

Program - 20
Fiscal -~ 10

; Shelves ——— QOther (spet,;ify)

fes .

© AR=30=71; Rev, 78 - (Qver)



Y88 | NO | 10. Questionnaire  (Place an '.‘X" in the proper column) B - o]
». s this the official copy of the series? b .
X g : .
it not, whare is it? ; —t
x b. Does the serias oontain confidential information requiring security handling? If yes, cite law or reguiation. ~ .
X e, ls thu a vital record?
X d. Does this series have historical or_long term research value? - -
8. When one or two documents in the file maka it necessary to keep the entire file for a long period, could these
x : S : ar——
e ls tfte inforﬁ\a't;on contained in this series ever analyzed and/or recorded in a summarized report?
X If ves, attach coov,
h, is'thers a duplication of this series in your office, or in another offuce or agency?
}'4 it vas. where? Contracting Agency o |
X | i lathis series (or a major portion of it regularly microfilmed?
X l..Dogs the recocd series result in a computer printout? N
11. Retention Recquirements The foliowing requiras the series to be kept: =
a. Su'to Law R 6 years.- -- - -d, Audit pericd _ e yedrs.
b. Statute of limitation years. e. Administrative need years. -
c. Federal law ' = years. f. Federal retention instructions 3 - _years,
Attach eopy or oxcegft_'qf,laws or regulationsy’ Explain administrative néed. "
12, Approvad Disposition Instructions This agency racommends that the file series be cut 6ff at the end of sach: ] '“
‘ ' - then,

a Calendar_Year:‘E Fiscal Year; O Other SEE BELOW

QO Hold in the current files area . __month(s) —________ year(s): then
O Transfer to local hoiding area; hold —________year(s); then
O Transter to State Records Center;hold . ______year(s); then
O Destroy. :
O Transfer to State Archives for permanent retention.
CoR QUL By vl s
Program Files (Includes programs proposed bg not funded) == Cut-off file
- fiscal year;

_ _ "area 1 year;

‘ Archives for

Contvady Seévuies P;W ;o.,\ Tl T T oo T T
wonltorlng Files . T e ' . Cut-off file
: o fiscal year;

area 1 year;

B ' ¢ F F oy T
4 RAER . :

These instructions apply to all prior and future accumulations of the series.

at the end of each
hold in current files
then retire to State -
permanent retentlon.
at the end of each
hold in current files
then transfer to the

_ State Records Center, hold for 5
. years; then destroy.

L~

.
i

ad/Designee {Signature) Date Romrds nagement Officer (Signaturel. , Date |
¢ ZM_ML Jﬁ_ow N MEE)VY\QUQA | 4—I§1L—7Gﬂ

State Raeords Committee (Signature) Date

Roeommendafions in para- T
graph 12 are spproved. State Auditor/Designee x&\ N \“ ¢

_hr-*- \‘\’3(2'3/5

(If disspproved, attach letter _
of explanation.) Secrem State/Designee g M

"

%/as)

Attorney General/Designee

el =33 Jﬁ/ﬂ

_—_—

m'l: Rev. 76 (Hmru Sidﬂ




S‘Qpaprtment of

Human Resources ‘ Page 3

. 'Title XX Administration
. Contract Services Unit
618 Ponce de Leon

Atlanta, Ga.

#6 (continued)

Contract Services Unit iIs responsible for the purchase of services for low-income
families and individuals, which are provided to current, former and potential

recipients of

public welfare; for developing policy material, recommending policy

changes, and make determination that services purchased comply with Federal

regulations.

#7 (continued)

n-10- A Condvach Sevurtas

Program Files to include but not limited to are:

l. Contract Proposal

a.
b.
c.
d.

Service Delivery Sites

Service Definition

Program Staff

Advisory Committee

Staff Training

Detailed budget - Personnel costs
Donor individuals & organizations
State licensing requirement

. Fidelity Bond

Assurance of compliance with Title VI of the Civil Rights Act of 1964
Statement of Comparable Rent

Certified Cost Supplement

Equipment Supplement Request

Public Building~Certified Cost

Day Care Supplement-Summary

Employee Classification

Contract Services Merit System Classification

Clients Receiving Services Report Form

Report on Eligibility Status of Clients Served

Contract Services Personnel Work Sheet

Title XX Service

Request for Financial Information/Authorization to Release Information/
Certification of Financial Information

Family Application for Title XX Social Services (DCS/SS55-462)

2. Contract Between DHR and Contracting Agency

a.
b.

Notification of Contract for Purchase of Services. DCS/s888(2)-127
Contract quormation Sheet
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. Department of Human Resources ‘ prage 4

. Title XX Administration

Contract Services Unit
618 Ponce de Leon
Atlanta, Ga.

#7 (continued)

76G-12.0-C

ontvark Sevuites Funowcral MO\J:t *\-mru-c‘ F:-\c.s :

DGl Hononitoning-Repowd Files to include but not limited to ‘are:

1. Fiscal

de
b.
C.
d.
e.
f.
g
h.
Ii.

Certified Personnel Cost Record

Monthly Report of Certified Cost

Certified Cost~Public Building

Equipment Purchase Approval Request

Report of Equipment Loss or Damage

Request for Budget Expenditure Transfer

Monthly Statement of Receipts and Expenditures - Title XX
Monthly Expenditures - Equipment and other expenditures
Statement of Comparable Rent

2. Monitoring

a.
b.
c.
d.

e.
f.

Monitoring Report

Request of Funds

Equipment Control Sheet

Personal Service Records

Client Eligibility Control Sheet
Client Attendance Control Sheet

#11 (continued)

Executive Office of the President, Off;ce of Management and Budget, October 19, 1971,
Clrcular A-102, Attachment C.

"Financial records, supporting documents, statistical records
and all other records pertinent to a grant program shall be
retainted for a period of three years.

a.

The records shall be retained beyond the ﬁhree—year
period if audit findings have not been resolved".

State Archives Personnel have evaluated the file series and have requested that

"Program"

o

documents (not "Fiscal") be retired to State Archives,

Georgia Statute 3-~705 (4361) Simple contracts in writing

All actions upon promissory notes, bills of exchange, or other simple contracts
in writing shall be brought within six years after the same shall have become due
and payable.




